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3¢ The following ubtilizesion 1s mode of thoos runch eardss

a. Fergonnel Statug Capd -

by orpanizational location - swpplled to Personnel Office,
1& 8, and the OFE portion to OF Adriristrative Sieff,

(2) Monthly, newe and grade of all erployees in
straight alphabolical secuense — mpplied o the Personnel

by WM%&-» Frequertly, lists of napes of
apdeyose posseseing coruain deetred o fentiong - swoplied
o the Poroormol 0ff4ce,

S Bosker Sod -~ Poriodie listinrs $o Headoupriers
%f’»ﬁﬂm *

4+ With greater utilimation of the present unchesards and with
& slight extension of the informetion maintaincd on mchwoards for
all CIA explayoos, 0.0, additdon of & loonticn aavd, needed informoe
porsomnol puch~card file, for cuaple:

a, HMonthly listings of amployees eligible for afminisiraiive
incrcasen ~ for Tergenncl (Ffise,

by Current flewcline inder 3o pouliion conirol - for Pernonnel

Affdon,

¢+ The nayrell.

ds  Current revisions to perconnel status end loc tlon - for
&5 £ilon.

g, loeove records and balances.
f. Curremt flewoline listings for the telerhone room,

ge Irmeciiste and effortlcss subliontion of mou telsphone
diroetordes = by phelogreshing curvently nmein eined £loxcline ponels,

he Spece utilisation smwoys,
1. Persermel rovters for operating offises,
5, Toe following momercment bonedite would acerve to the Agenays

&« Ono nodificatiom tremsrd el to one central neint for
all chenpes in stetus of persoumel,

: vided to ell Intore
aﬁ inforanticn an 1o
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nation of mamel trencerdpiion of porsonnel daba.

de A more asourate rocord In a1l offices which utildse
parsamel dats,

6. It s suggestoc b 4 a mancroment aa&y be iniiiated for pire
mopes of develen: ﬁl ém@mnb aggszmria nrogodures for g cone
re

ralizod £ile of guired information on CIi norsonnel, such Ille
to be mmintained co mechine pumchecsrds,
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